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* * * Important * * * 
 
Please print this information off on 3 ring paper and put it in a binder, or put it on a 
thumb drive, take it to an office store and have it printed, spiral bound, clear plastic 
front and back.  (This should cost about $10.)   
 
This information will be most useful to you if you have it available in printed format.  
You've made the investment on the program - make the investment on the User's 
Guide to optimize your financial and time investments. 
 
Scan this document and try the various Finds that are of interest to you.  
Additionally, there are training calls on our website under Support.   
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Introduction: 
 
YL Family Program 3 is a tool that will help you build a strong and prosperous business. 
 
This program will allow you to quickly navigate through your downline, find specific people, 
and give you a quick overview of their organizations.    
 
With a quick glance at the bar graph at the bottom of the screen, you can see, instantly, 
whether the group is growing, stalled, or declining.   Within seconds, you have data and 
history on each leader and team that will give you insight about their group, their strengths 
and weaknesses, and how you can best help them create success.    
 
By learning more about each team in your group, YL Family Program 3 will equip you with 
the information you need to be a valuable asset to the leaders in your organization. 
 
 
Communication Tool: 
 
You can use the program to communicate with the members of your organization, and 
provide the leaders specific information which will assist them in building their 
organizations such as reports, mailing labels, address lists, email strings, and other 
valuable information.   
 
 
YL Family Program 3 is downloaded from the internet: 
 
YL Family Program 3 is downloaded from our website, reads in a data file sent to you from 
Young Living containing very basic information about your downline, and creates many 
helpful ways of looking at the data.   The program is written so that if you accidentally 
receive someone else’s data, it will not read it into your program, and you will get an error 
message.  
 
The program acts as a "window" into your group's data.  It's "static" and not "virtual" like 
the Virtual Office, meaning that when YL sends you a data file, it's a snapshot of the data 
at that moment in time.  If you need up-to-the-minute information, you have to get that from 
the Virtual Office.  However, this "static" data gives us HUGE insights into our organization.  
 
This program is downloaded from our website into your computer only once. (If you 
download the program more than once, it can damage your program.)  A file folder 
(YL Family Files 3.2) will appear on your desktop that contains several files – your 
program, called YL Family Program 3.2, and other files.    
 
When you open your program, it will ask for your registration code and have you navigate 
to your data file and open it.  When you are ready to read in another data file, you will open 
your program, and click on the Import Records button in STANDARD VIEW, and import the 
current data file sent to you by Young Living, or downloaded from their website.  
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Saved Information: 
 
From one import to the next, your program will begin to “save” information for you that will 
be extremely helpful to you.   This includes a lot of historical information and a file of 
people who are no longer in your active group (Inactives). 
 
 
Back-up feature: 
 
* * * IMPORTANT - Each time you read in a data file, the program will prompt you to create 
a backup file (Please choose YES), which will make recovery easy, if your program 
crashes.   You will still need to back up your program folder, including your data files 
from YL, on an external hard drive, in case your computer crashes.   If you don't 
backup your program file folder on an external hard drive, and your computer 
crashes, there's not much we can do to help you.  This is not optional. * * * If 
necessary, please ask for the help of a computer assistant in accomplishing this very 
important step.  
 
 
Skills required to use the program: 
 
The only skills required to be able to use this program are to: 
 1. Take a file sent to you in an email from Young Living and move it to a folder 
called Downline Data Storage, which is found inside the folder containing your program.  
 2. Navigate to this folder and open the data file, when asked to do so when 
importing data into your program.   
 
If this is a challenge for you, we ask that you have a computer assistant teach you these 
basic skills.  Make sure to write down the sequence of directions for getting the data file 
into the program on your specific computer.   
 
* * * IMPORTANT - It is not necessary to download the program again, once you 
have it in your computer and it may actually damage it. * * *           
 
Underlined words in the program: 
Everything in the program that is underlined is click-able, and will teach you something.     
 
 
More information on Data and Data Files: 
 
Accuracy of the information: 
The information in your program is only as accurate as the data that you have put into it- if 
you import a file that only has a week's worth of information, that's all you'll see.  If you only 
have a partial months’ worth of data, your group volumes and activity rates will be low, few 
in your downline will have reached their customary achievement levels, etc.  To look at 
current, day-by-day volume, we recommend that you use the Downline Viewer on the YL 
website.  
 
We suggest that you read in a data file from the previous month into your YL Family 
Program 3, so that you have a full month’s worth of date to look at.  You may want to read 
in a data file on the last day of the month so that you can see how close your leaders are 
to advancement, etc., and then again, after the 10th of the month, for the previous month, 
when the data is finalized.  More information below ** 
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It is also very important that you realize that the volume amounts displayed by this 
program may be slightly different than what is reported by the company because of 
changes that might have been made to their records before or after your file was created. 
 
When we get our data files on about the 10th of the month for the previous month, Young 
Living does not have the ability to remove people who have enrolled from the first 
of the month until they create the file.   These people will show up in the data with a $0 
PV.   
 
Additionally, MSO = Months Since last Order.   If someone has ordered during the new 
month, before the file is created, they will show up with a   0   in their MSO field.  If they 
have not yet ordered for that month, the will have a   1   in the MSO field. 
 
Data can also be affected by returns, back dated orders, etc.  So the numbers in the 
Virtual Office may always be a little different than what we're seeing in the program.   The 
program is intended to teach us about our groups - stats, percentages, etc., rather than 
exact data. 
 
** People ask how often we order data files.  
 
10th of the month for the previous month - This is what you'll want to run with most of 
the time.  The data is for a full month, so you have the most to learn about your group from 
this file.   Percentages, history, quality of new enrollments, and strengths & weaknesses of 
each team are just a few of the things you can learn.  This is information not available in 
the Virtual Office, and will help you optimize your time and resources with each team, to 
maximize growth. 
 
Optional:  On about the 20th of the month for the current month - This can be helpful 
to encourage and empower leaders who are building.  Are they getting close to a new 
rank?  Would an incentive in the group help them reach it?   Since it's only the 20th, there 
is still time to make a difference. (Look for the information in Helpful Finds on finding 
leaders and scrolling through their Standard Views to see who is close to upranking.) 
 
You can also use this report to begin to look for people who have enrolled a new person, 
and they are not on ER, and have not ordered.   They may not be aware that they need to 
in order to get a check.   You can do a Find on New PE (New Personally Enrolled People > 
0) and PP (Personal Purchase)  0...49.   That would pick up people who have enrolled 
someone new who have not yet placed at least a $50 order, qualifying them for the Fast 
Start Bonus. By adding  ER (Essential Rewards)  =  NO on the same screen, you would 
eliminate people who aren't even scheduled to order.  By contacting them on about the 
20th, it gives them plenty of time to get an order in.  If you wait until the last day of the 
month, they may miss your reminder email or phone call before it's too late. 
 
Optional:  On the last day of the month for the current month - This is a great time to 
see who has already upranked for the month or who are very close, people who are 
missing orders or whose orders are less than $100PV. 
 
Optional:  On the first day of the new month for the previous month - This is a double 
check of anything that might not have gotten handled from the previous day.  It's also a 
great time to begin to acknowledge uprankers, successes, etc.  While the data will not be 
complete (because of mail in orders, corrections, etc.), it will be pretty close. 
 
And then again, on around the 10th of the month for the previous month, to have a 
complete picture of statistics, etc.
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Quick Start Tutorial 
 
 

A.  How to Use this Program  
 
Getting started: 
The best way to get to know this program is to import a data file and then use this User’s 
Guide as a tutorial.  If you will take the time to do this, you will be using the program 
effectively right away.  There are also training calls on our website, under Support.   
 
As you get to know the program, be bold and click on everything that is underlined 
and see where it takes you.  If there is a question mark, click on that too.  Click on the 
member numbers of people, and the program will take you to their STANDARD VIEW 
record and you can learn about their group.  You can move around the program clicking on 
member numbers to go down into legs, or you can do a FIND on someone (described 
later) and get to their STANDARD VIEW record immediately. 
 
Soon, you will be familiar with all of the abbreviations for data, and you will begin to see 
trends as well as whether the person has developed helpful skill sets like enrolling, 
following through, leadership, etc.     
 
From STANDARD VIEW, click on the member number of someone in your Downline Legs 
box (upper right) and you will be taken to their STANDARD VIEW record.  To return to your 
own record, at any time, go to the Upline box (lower right corner) and click on your own 
member number. 
 
Click on all of the report buttons and use them to evaluate your group or the groups 
within your team.  If the column headings in the reports are underlined, they are click-
able, and will sort from largest (top of the list) to smallest (bottom of the list).  If you click 
on them a second time, they will sort from smallest (top) to largest (bottom).  
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 B.  Color Coding of Information 
 
Colors:  You will notice that different colors are used to display information in this 
program.   
 
Green means money.   Anything coded in green is important in growing your 
business. 
Red means leadership.  
Purple means advancement. 
 
When you see someone’s name in green, it means that they are new that month, or that 
they have reactivated their account.  
 
If someone’s PP (personal purchase) is in green, in the Downline Legs window or the 
reports, they are on autoship.  
 
If a person’s member number is in green, they are an Executive.   This makes it easy to 
see legs that qualify leaders as Silver.  
 
If their member number is in red, they are a Silver or above, or, in the Downline Legs 
box, it means that they, or someone below them is a Silver, qualifying that leg as a Silver 
leg.   To see which member qualified as Silver, click on the red member number and look 
at the achievement level in their Standard View, and keep doing that until you can see a 
Silver (or higher) achievement level in their Standard View.   
 
If their achievement level is in purple, they advanced in rank that month. Yay!  
 
Although it may seem a little confusing at first, once you get used to seeing the information 
in this way, eventually it becomes very easy to evaluate with a single glance.      
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 C.  Special Characters 
 
Special characters used in FINDs: 
 
>  greater than  (This character is usually found above the period on the 
keyboard.)  If you want to find the people in your group who have groups larger than 20 
people, you would click inside the number of people  field and type in >20, and then click 
on FIND. 
 
<   less than         (This character is usually found above the comma on the 
keyboard.) You might use this to find out how many people you have in your first 7 levels 
by typing in <8 in the level box, or how many are in your first 4 levels by typing in <5 in the 
level box and then clicking on FIND.   Remember: if you're looking for the first 4 levels of 
someone in your downline, and say they're 3rd level to you, when you type in <5 in the 
Level box, it will only pick up them and their first level, because these people are in your 
first 4 levels.  To properly get their first four levels, you must account for what level they are 
to you.  So if they are 3rd level to you, you must type in < 8 in the Level box to get their first 
4 levels, which are 4th, 5th, 6th, and 7th level to you.   
 
* asterisk   when used alone in a field, this character checks for non-blank fields 
– such as when you want to know how many people have an email address, for example.  
 
=        equal sign  checks for a blank field when it is used alone in the field.  
 
. . .  three periods together      are used for data within a range.  FINDS on the date of 
signup must ALWAYS be in this range format.  So to see how many people signed up new 
in the group in December of 2005, go to FIND MODE and in the DATE OF SIGNUP field, 
type in 12/1/2015…12/31/2015. If you're going to have a class, and you're doing a mailing, 
and only want to send to nearby zip codes, you can say 80001...80005 and it will only give 
you zip codes in that range.  If you want to do a mailing to your first 4 levels, do a FIND on 
level and put in 1...4    This function can also be used in an open end fashion.   4…    will 
find everyone 4 and higher, and   …4 will find everyone up to 4. 
 
! exclamation point   checks for duplicate fields - you can use this to check to 
see if you have people who have more than one record with Young Living.  Type   !    in the 
name or phone number field on a FIND, and when you get to LIST VIEW, you can see 
whether it looks like people have more than one distributorship.  
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 D.  How to backup your program and see previous month's data 
 
The YL Family Program 3 includes a backup feature.  Every time you import data the 
program it will prompt you to create a new backup file.  You should create a backup file at 
least once a month.  Simply follow the prompts and it will be taken care of for you.  That 
way, if you want to see what someone's legs looked like in a previous month, for example, 
you can.  And, if your program crashes, you can use the directions, below, to be up and 
running within a few minutes. 
 
You can look at as many months as you'd like, all at the same time.  To see previous 
months of data: 

1. Open your YL Family Program 3. 
2. Go up to the Scripts Pull Down Menu, and click on Open Backup File. 
3. Navigate to the folder within your YL Family Files 3.2 folder called Backup. 
4. Choose the program month you would like to open, and click on it. 
5. Note: You can open as many as you want at one time.    
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 E.  If your program crashes... 
 
IF your program crashes, please follow these directions before contacting us: 
 
When this happens what is most often broken is the data file "YL Data x.x" (where x.x is 
the version number of the program).  We work hard to make sure this doesn't happen, but 
it still happens.  The data file is the memory of the program with many calculations and 
indexing to make things fast.  But if your computer stops (crashes) in the middle of the 
program working, sometimes things in the data file get corrupted. 
 
Some simple attempts to fix these problems happen automatically and often you won't 
even know there was a problem (it just got fixed). 
 
BUT if there is a problem that can't be fixed then you have to use a backup of the 
data file.  For this reason we help you make a monthly backups from within the program 
and you should also be backing up your computer on an external drive. 
 
We assume that you have been allowing the program make monthly backups when 
requested. These backups are kept inside the Backups folder inside the YL Family Files 
folder.  We also assume that the YL Family Files folder is on your desktop.   
 
The Recovery From Backup instructions are the same for Mac and Windows except for 
one line labeled: “(Windows Only)” and the Copy*, Paste* and Rename* process which are 
differentiated below in the Notes section. 
 

1. Close all windows.  You are now looking at your Desktop. 
2. Open the YL Family Files folder. 

(This shows the contents of the folder in a window.) 
3. Open the Backups folder. 
4. Locate the newest backup file. 
5. Copy* this file. 
6. Close this folder window. 
7. Open the YL Family File folder. 
8. (Windows Only) Open the System folder. 
9. Paste* your copied file. 
10. Rename* the file called   YL Data 3.2.yl4    to   YL Data 3.2 bad.yl3 
11. Rename* the pasted file called "YL Data x.x yyyy-mm as of mm-dd-yyyy.yl3" to   YL 

Data 3.2.yl3 
12. Close this folder window. 

 
You're done, now it should work.  Test it.  You may need to reload recent delimited data 
files. 
 
*Notes: 
 
Mac version of notes. 
Copy* a file. 

1. Move the mouse cursor over the desired file and click only once to select the file. 
2. From the Edit menu select Copy "YL Data-your-seleted-file.yl4". 

  
Paste* 
 From the Edit menu select Paste Item. 
 
Rename* 

1. Move the mouse cursor over the desired file and click only once to select the file. 
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2. The file name changes to dark blue. 
3. Hit the Return key on your keyboard.  The file name changes to light blue. 
4. You can now move your mouse cursor over the name and click where you want to 

start editing. 
 
Windows version of notes. 
Copy* a file. 

1. Move the mouse cursor over the desired file. 
2. Right click your mouse.  
3. From the displayed menu, select Copy. 

  
Paste* 

1. Move the mouse cursor over a blank area in the right half of the window, not over 
any file or folder. 

2. Right click your mouse.  
3. From the displayed menu, select Paste. 

 
Rename* 

1. Move the mouse cursor over the desired file. 
2. Right click your mouse.  
3. From the displayed menu, select Rename. 
4. You can now move your mouse cursor over the name and click where you want to 

start editing. 
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 F. STANDARD VIEW 
 

a. Basic Information about this screen: 
The program opens in what we call STANDARD VIEW, which will give you an instant look 
into your own group, or into the group dynamics of anyone in your downline.  
 
Screen size: 
If the screen size of the program is smaller than you would prefer, in the lower left 
corner of the screen, there is a button that says either Smaller Screen or Larger Screen.  
This will toggle between 2 available screen sizes.  
 
Information about each person: 
In Standard View, you will see the person’s member number (Member Num), what kind of 
account they have (Type) (D = Distributor, R = Retail Customer, B = Professional 
Business).  
 
You will see whether they advanced in rank within the past month (Adv), and what level 
they are to you (Lvl). If they advanced a rank in the past month the box will be checked, 
and their achievement level will be colored purple.    
 
You will see their Sponsor and Enroller Number, and if the Enroller number is zero, 
means that their Enroller was dropped for inactivity or the member was moved at some 
point.   
 
You will see their current achievement level for that data month (Ach Lv).   Below 
achievement level (Ach Lv) is highest achievement level that they have reached to date 
(High Lv).  
 
Further down, you will find name, address, phone number, and email address.   
 
Alternate Email: 
If you type in an email address into this field (Alt E-Mail), it is kept with the program and is 
not replaced when you read in a new data file.  It is given preference when you are 
asking for an email list, and the email address provided by Young Living is ignored. 
 
Omit boxes: 
Please note the Omit boxes and DL boxes next to the address and email address.   
 
If you click the Omit box next to the address, an “X” will appear, and that person will not 
have a mailing label created for them when you create mailing labels.   If you click the DL 
next to the address, address labels will not be created for their entire DownLine (DL) if a 
list is created which includes their group.    
 
The same is true for the Email address.  You can omit someone from receiving emails 
from you by clicking inside the Omit box next to the email address and/or you can omit 
their entire downline from your email lists by clicking the DL box next to the email address.  
 
IMPORTANT Note:  Sometimes, people have clicked those boxes when sending out to a 
group, and specifically omitting a downline group, and then they forget to "unclick" the DL 
box.  Later, they intend to send to everyone, and that group is still omitted.  It's a great 
idea, every now and then to do a Find, click inside one of the boxes (Address DL box), and 
click Find.  If anyone shows up on the list, go to their Standard View and unclick the box.  
Then do the same for the other box (Email DL box). 
 
PP (Personal Purchase) vs. PV (Personal Volume): 
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Next, in black, you will see the person’s Personal Purchase (PP) and below that, to the 
right (in red), the Purchase Volume (PV).   Purchase volume includes personal purchases 
and Customer purchases.   Personal Purchases are required to qualify for a 
commission check, so it may be helpful to know whether they are actually ordering, so 
both numbers are shown. PP displays only their own personal purchase. If you click on the 
letters, PV, you can see whose purchases made up that amount. 
 
Dates enrolled and activated: 
To the right of PP is the date they enrolled and the date they activated their account. 
These may be different, if they went inactive, and reactivated their account.   
 
ER (Essential Rewards) 
You can see whether they are on autoship (ER) - YES or NO, and the % of their group 
on ER. 
 
Months since last order: 
MSO indicates how many months it has been since they ordered.  
 
MSO is given to us by Young Living in the data file and is NOT calculated by the 
program.   
 
Note: If you order a file for January, for example, and you order the data file sometime in 
February, this field may say “0” (which means they have already ordered in Feb.) or “1” 
which means that they have not yet ordered in Feb.   
 
* * * Important Note:   
The YL Family Program 3 calculates the Data information titles indicated in red on the 
Standard View.   Otherwise, the information in black is displayed just as it is given 
to us in the data file from Young Living. * * *  
 
Information on downline members: 
On the left you can see how many people they have in their organization (People in Grp), 
how many are active (Active) (how many – and what percentage – ordered that month), 
how many new people have joined their group during this data month (New) (how many – 
and what percentage were new that month), and how many people that member 
personally enrolled during the month (New PE).   
 
Personally Enrolled (PE): 
Below that is Active PE and Inactive PE.   The program tracks how many people this 
member has enrolled since joining Young Living, how many of them are still active, and 
how many have gone inactive.  By clicking the underlined words, Active PE and Inactive 
PE, you can instantly see the list.  If you go to the History Report (button on the left), you 
can also see the total number of people that person has personally enrolled since joining 
your organization (TPE). 
 
Enrollers: 
This field indicates how many members in this person's organization have enrolled at least 
one person during the data month.  This is one of the most important points of data we 
can see since the success of our businesses is based on duplication - people 
sharing with people, sharing with people.  If duplication occurs, the number of 
Enrollers will go up each month or over time.    You can click on the underlined word 
Enrollers and see who they are.  Then go to Enroller Report (button at the top) and learn 
about the quality of the enrollments.  Enrollers are also tracked on the History Report. 
 
Attrition - people who go inactive and may leave the group if they don't order: 
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The next data point shows attrition - how many people in their group haven’t ordered in six 
months or longer (> 6 Mos) (both how many and what percentage).   By clicking on 
>6Mos (in red) you will get the list. 
 
Who Missed Money: 
You will also see “Who Missed $” which, if you click on it, will tell you who, in their 
downline, would have received a check, if they had placed at least a $100 order.  
 
More information: 
Avg Order: 
On the right, in red, you will see the average order placed by members of the group (Avg 
Order).  This can be helpful because if it's lower than your overall average, it probably 
indicates that there's not enough training on the products.  If it's higher than your average, 
it means that group is probably doing a great job of training. 
 
Lvl 1-5 Vol & Level > 5 Vol: 
Next is Level 1-5 Volume (Lvl 1-5 Vol) and  Level > 5 Volume (Lvl >5 Vol).   This is helpful 
in order to calculate the approximate value of commissions being earned by this person, 
using the compensation plan.  And it's helpful to understand the structure and foundation 
of the organization.   Is there a strong 1-5 level volume?   Or is most of the volume below 
the 5th level?  This field does NOT reflect dynamic compression (where volume rolls up 
when someone orders less than $100).     
 
PGV & OGV: 
Below that is  PGV – Personal Group Volume (Volume outside of qualifying legs), and 
OGV – Organizational Group Volume.   If you click on the underlined titles (PV and OGV), 
a list will be created of the people and their purchases that make up that amount.   
 
Note - LIST VIEW: 
When we click on any of these underlined words, lists are created in a screen called LIST 
VIEW which we will go into detail about, below.  If you are using this at a tutorial, and find 
yourself in LIST VIEW, simply click on the member number of the person at the very top of 
the screen to get back to their STANDARD VIEW.  
 
More information: 
Upline box: 
In the lower right corner of the STANDARD VIEW screen, you can see how the person is 
related to you.  This is called the Upline box, and everyone in the lineage, from them to 
you, is listed by member number and name.  Click on any member number and it will take 
you to that person's Standard View.  
 
Bar Graph and Notes: 
At the bottom of the STANDARD VIEW screen on the left is a bar graph depicting monthly 
volume amounts.  Note the volumes in the first five levels (in yellow) and total group 
volume (red).  Again, these are noted separately so that you can see, instantly, how this 
organization is structured.   Once you have imported the monthly data files for several 
months to a year, the bar graph will show you, instantly, the trends for this person’s group, 
both in STANDARD VIEW and in the History Report. 
 
Display GRAPH or Notes : 
If you click inside the little box next to the “Display GRAPH or Notes” you’ll have the 
Notes field, instead, where you can record information about that person.   
 
Once you are in Notes mode, you also have a Date Stamp available to date your notes.   
Any notes that you make on the person whose STANDARD VIEW you’re in will be retained 
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with the program, and will not be lost when you import new a new data file.  You may want 
to make notes like their birthday, or children's names.  Or you can note dates that you 
speak with them and the highlights of the conversations. 
 
* * * IMPORTANT: * * *   
You can also use the Notes field to tag groups that you'd like to keep track of.  
Example: if you offer a business class you might go to each of the Standard Views of the 
people who attended and type in something like "Bus Class 3/14/17."   Once you've got 
them all typed in, click Find.  Type Bus Class 3/14/17 (or even just the date) and click Find.  
The list of people who attended the class will be displayed. 
 
To get back to the graph, simply click on  “Display GRAPH or Notes” again.  
 
In the upper right corner of the STANDARD VIEW screen, you’ll be able to see the 
Downline Legs, which will help you understand, instantly, the structure of this person’s 
group with regard to leg volumes, and you can evaluate quickly how close they are to the 
next achievement level.  
 
Screen size: 
At the far bottom left corner of STANDARD VIEW, just above the Quit button, you will find 
a button that says Smaller Screen or Larger Screen.   If your program appears to be too 
small for your computer screen, you can click the Larger Screen button, and the program 
screen will become larger.  If the program is too large for your computer screen, you can 
click the Smaller Screen button, and the program screen will become smaller.    
 
Returning to Standard View: 
Please note - once you’re in the LIST VIEW, all you have to do to return to the STANDARD 
VIEW is to click the member number of the person at the very top of the report, next to the 
report title, or you can click on the member number of someone in the list, and then click 
on the upline person’s member number in the Upline box, lower right part of the 
STANDARD VIEW screen.  
 
 * * * IMPORTANT: * * * 
The last point about STANDARD VIEW is that in the top left corner of this screen, you 
will see some valuable information.  It will tell you whether you are in your entire database, 
or a subset of information.   It will say, found 100%, found so many out of so many…  If 
you are in a subset of information, it will give you the percentage of that group of the 
overall group.    
 
Scroll through a list: 
If you have found a list of people and they have been displayed in the LIST VIEW report, 
and you click on the member number of one of the people in that list, you will find yourself 
back in the STANDARD VIEW of the person whose member number you clicked.  You are 
in that subset of information.  
 
If you would like to scroll through all of the records in that list looking at them in 
STANDARD VIEW format, one at a time, you will notice that in the upper left, there is an 
arrow which points to the left, and an arrow which points to the right.  If you click on 
the arrow which points to the right, you will scroll to the next record in that list.  Keep 
clicking, and you can keep scrolling completely through the list.   
 
This is very valuable when, for example, you are looking at your leaders.  Very quickly, 
you can scroll through the STANDARD VIEW of all of them, looking at their legs, or some 
other important piece of information, so that you can see how close they are to upranking, 
etc. 



 18 

 
STANDARD VIEW is your glimpse into the organization of your members.   Once you get 
used to using this screen, within 30 seconds you can see their structure, strengths, and 
weaknesses, and you will be able to help them much more effectively to be the best that 
they can be. 
 
 

b.  Reports in STANDARD VIEW 
 

You can click the report buttons in STANDARD VIEW and gain a wealth of information 
about your group.    
 
Print Record – This button allows you to print the STANDARD VIEW of the person being 
displayed.   
 
* * * IMPORTANT - * * *  
History Report – This may be one of the most valuable assets of this program. 
This report will give you a running account of this person’s group since you have been 
importing data.  You can see when they advanced in achievement levels, how many 
people are in their group each month (#P), how many new people joined the group each 
month (New P).   
 
Note how many people they have personally enrolled since joining Young Living (TPE) 
(since you have been importing data), how many of their personally enrolled are 
currently active (APE), and how many new people they enrolled each month (NPE).    This 
will tell you whether they are comfortable enrolling new people, whether they stay in touch 
with their personally enrolled, and whether they are being consistent about building. 
 
* * * IMPORTANT * * * 
You can also track how many Enrollers (Enr) they have - people in their group enrolling 
others.  Note whether the number is increasing each month or over time.  If it is 
increasing, their group may be creating duplication (which is required for the success 
of a network marketing business). Yay!  If not, probably not. 
* * * This column may be the most important in indicating the success of an 
organization. * * * 
 
* * * IMPORTANT * * * 
What about their % of people on Essential Rewards (ER)?  Is it high?  Low?  Going up 
over time?  This column will indicate their ability (and their team's ability) to talk about this 
program in a compelling and effective way.  Essential Rewards is the foundation of our 
business, and determines our stability and success. 
 
Note their personal purchase (PP), volume in levels 1-5 (1-5 Vol) and OGV, average order 
(Avg), activity rate (Act) and attrition rate (>6Mo).  
 
Levels Report – Note how is this person’s group structured as far as the number of 
people, volume, and activity rates in each level.   A well-structured group will have 5-6 
times as many people ordering and 5-6 times as much volume in each subsequent level.   
 
Leaders Report – This report contains information about how long, how many people, and 
what group volumes are required (average) to reach various achievement levels.  This may 
be helpful to share with young leaders who often think, for example, that even with a small 
number of people, they should be able to reach Silver.   This information may give them a 
more realistic idea of what is required.  
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* * * IMPORTANT * * * 
Groups Report – This report tells how a group is structured with regard to whether the 
leader is teaching people how to share with and enroll others, and the importance of doing 
so.   If someone has just one person in their downline, they are often much more likely to 
stay in Young Living, and order. This report is an excellent choice to share with 
builders, so that they can see, for themselves, that helping people share with others 
is one of the most important things we do. 
 
* * * IMPORTANT * * * 
Autoship Report -   Seeing that the small percentage of Distributors on Autoship often 
makes up a large percentage of the group volume (far right) helps us understand the 
importance of sharing the Essential Rewards program. This report is also an excellent 
choice to share with builders, so that they can see, for themselves, that helping 
people understand the value of being on the Essential Rewards program is also very 
important to their success.   
 
Return Address Labels – This will create a page of labels, all alike, 30 to a page (Avery 
5160 or equivalent).  The information on the label is totally edit-able.   
 
You can highlight everything within the label, and create labels to put on Product Guides 
such as:   
 
for information call: 
Jerry Smith 
(333) 444-5555 
jerrysmith@aol.com 
YL member # 123456 
 
Another example:     Tester… please open and smell!    
 
 

G. LIST VIEW 
 
  a. How to look at data in this screen 
 
Once you have found a set of information from the STANDARD VIEW screen, or the FIND, 
you will be given a report called LIST VIEW.   
 
The column heading codes (the key to the report) can be found at the bottom of the list, so 
they will not be repeated here.   Important:  The column headings can be clicked on to 
sort.  Generally, when you click once, the highest values come to the top of the report. 
Glance at the names on the left at the top.  If you click the column heading again, the 
lowest values come to the top of the report.  Glance at the names, again.  Over time, you 
will begin to identify which leaders are strong or weak in which areas. 
 
List View is an excellent Quick Phone List of a specific group. 
 
If you would like to scroll through the list one person at a time, click on the member number 
of the first person in the list, and then use the arrow pointing to the right in the upper left 
corner of the Standard View screen.   Keep clicking that arrow, and you can scroll through 
the list, one person at a time.  
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* * * IMPORTANT * * *  
The bottom of the List View Page: 
Across the bottom of every List View page are the following, which will be very 
helpful to see:   
DATE PRINTED, COMMISSION MONTH, ACTIVITY RATE (% who ordered), AVERAGE 
PERSONAL ORDER, AND TOTAL VOLUME - ALL GENERATED BY THE PEOPLE IN 
THIS LIST. 
  
Once you have found a certain group of people, it is often helpful for you to know how 
much, in total volume, this group bought, what their activity rate is (how many of them 
bought something) and what their average order is.  
 
 
  b. Reports in LIST VIEW - See the buttons at the top of the screen. 
 
* * * IMPORTANT * * * 
 
Detail View   
This is one of the most valuable assets of this program.  It allows you to compare 
various people and teams to see strengths and weaknesses, so that you can 
pinpoint, with each and every team, how to help them prosper. 
 
This report gives you more information on the people you have seen in LIST VIEW, such 
as whether they are on autoship, months since last order, how many people they have 
personally enrolled, and much more.  Look at the key at the bottom of the report to see 
what the column headings mean.   
 
And the column headings are toggles.  Click once and the best numbers come to the top.  
Take a moment and look at the names on the left.  Click again, and the worst numbers 
come to the top.  Look at the names again. By clicking all the column headings twice, you 
will learn a lot about the builders and leaders in your group and the strengths and 
weaknesses of each leader/team. 
 
Example:  Who has the highest Activity Rate (% of people ordering)?  Who has enrolled 
people (New PE)?  Who hasn't?   Who has the highest average order (Avg)? 
 
By doing a Find on specific groups of leaders (Executives and above, or Silvers and 
above, for example), clicking Detail View Report, and then clicking each column 
heading twice, you can quickly and easily see how each of the teams is doing, 
relative to the other teams in your group. 
 
 
Enroller Report  
This information is key to the growth of any organization. This report offers details on 
enrollments and NEW people, including the number of Enrollers each leader has and the 
quality of their enrollments.   
 
It shows how many of the new people came in as distributors vs. customers, how many 
are on Essential Rewards, the percentage of new people who actually placed an order 
(% Act), the average new person's order (AvOrd), and how much volume was generated 
by the NEW people (New Ppl Vol).  And just like Detail View, you will want to look at the 
key at the bottom, and click on the various column headings, looking at the names on the 
left, first to find out who is doing the best job, and again to have the weakest leaders and 
builders come to the top, so that you can pinpoint what kind of help they need. 
 



 21 

 
Address List   
If you would like an “address book” of a found group, click on this report.  You can sort by 
zip code, which is sometimes useful, as well as by name and state.   Example: When you 
sort by zip code, you can get an idea of who lives within driving range of a planned event, 
and by doing a Find on those zip code ranges, you can invite the people who are most 
likely to attend.   
 
Mailing Labels  
This report will create mailing labels of your found group, and will sort them in zip code 
order.  These can be printed on 30-to-a-page Avery 5160 or equivalent labels, and it will 
tell you, at the top of the report, how many pages of labels you will need.  While you can 
only see one column, as noted on the screen, they WILL print in 3 columns on the labels. 
 
 
State Report  
This report will give you the percentages, by state and country, of your found group.  To 
get a State Report on everyone in your downline, go to your own record in STANDARD 
VIEW, click on People in Grp and then click on State Rpt.  Example: Another helpful use of 
this report is to do a Find on your first 5 levels.  (Find, Lev = 1...5, Find.) That's your 
business foundation.   Then click State Report.  From this report, you'll know where you 
most need to work to build your foundation. 
 
 
Email 
If you click this button, the program will create a comma separated list of email addresses 
for everyone in this found group.  The email addresses are put on your computer's invisible 
clip board (as if you had used a copy command), and to access them, go to a previously 
created email, put your cursor in the BCC field, and paste.  The list will appear.  If your list 
is too long to send at one time by your email service, open a Word document or your email 
program, put down your cursor in the text, perform a paste function, and they will appear.  
From there, you can break the group up into smaller groups.  The program will also create 
a report that includes the email addresses.   
 
PLEASE NOTE:  The number of people on this email list may be smaller than on the 
previous LIST VIEW list, because we only have email addresses for most, not all of the 
people in Young Living. 
 
 
 
* * * IMPORTANT: * * *   
If you create a list of people, click on Email, and either the program tells you "No 
Records Found"  OR  the list is substantially smaller than you expected, most likely 
you have clicked on someone's  OMIT DL  Email on their Standard View.   You can 
Find them by clicking Find, clicking inside the DL box next to the Email, and click 
Find.  They will show up in List View if there are more than one, and Standard View 
if there is only one. 
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* * * IMPORTANT * * *  
H. Sharing these reports with downline leaders: 

 
If you're on a PC, you will have to print, and if you want to email it you must scan, 
and email the report to the leader(s).  You can also take screen shots and share 
them. 
 
If you are on a MAC: 
You can Print the report(s) and share them in person. 
Emailing reports on a MAC (not available on PC's): 

1. To send a found set of data or a report to a downline leader: 
2. Create the list or report.   
3. Click PRINT. It will ask you if you want a report title.  Type it in if you want one. 
4. Click PRINT. 
5. At the bottom of the PRINT screen, you will see a small window that contains "PDF" 

and an arrow. 
6. Toggle that window open. 
7. Click "Mail PDF" 

 
This will open a new email in your email program and paste the report in the text portion of 
the email.    
Type in the person's email address and hit Send.  This is a very fast way to share 
information with a builder about their group.    
 
 
 
* * * IMPORTANT * * * 
NOTE: 
The new 3.2 version of the YL Family Program does not show the number of people in 
your entire group (upper right corner of the reports) when this report is printed or shared.  
Just the Found number.  
 
˙
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FIND'S 
I. FINDS: Information on Finds 

 
One of the most important advantages of using this program is learning how to find people 
or groups that you’d like to learn more about and with whom you’d like to communicate so 
that you can be more effective with time and money resources.  This may take a little 
practice and creativity, but it is very rewarding.  
 
The logic of FINDs is simple.   Everything that you put into one screen is considered for the 
one FIND.   You can also use the Add Find Request, which acts as a "+" symbol. 
 
Add Find Request: 
Example: 

1. If you want to FIND everyone in TX who ordered this month, you would: 
2. Click FIND. 
3. Type   TX  into the state field AND you would type   >0  in the PP (Personal 

Purchase) field. 
4. Click FIND. 

 
If, instead, you wanted to find everyone who lives in TX and you also want to FIND 
everyone in LA, and you want everyone in a single list, you would: 

1. Click FIND. 
2. Type TX in the state field. 
3. Click Add Find Request. 
4. Type LA in the state field. 
5. Click FIND.  

 
If you have any questions about how to find a specific group, and cannot find the 
information in the Useful Finds list, below, please email Vicki Opfer at  Vicki@ylfamily.com 
 
 
 
 
 

J. Saved FIND's 
 
Once you've found a set of data, you can save the FIND criteria so that you can repeat the 
FIND at a later date, with each new data month. 
 
First, create and perform the Find. 
 
While you are in LIST VIEW, 

1. Click on the Menu bar (top of computer screen), click on     View  -  Saved FINDs   -  
Save Current Find. 

2. Name the FIND. 
 
To find and use a Saved Find: 

1. You MUST be in your own STANDARD VIEW screen.  
2. Click on the Menu bar (top of computer screen) click on      View  -  Saved FINDs   -  

Saved FINDs and select the one you want.  
3. The list will show up in STANDARD VIEW, with the first person on the list in the 

screen. 
4. Click LIST VIEW on the left.  Your name will be at the top of the report, and the 

Level (Lvl) column will correspond to you. 
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To delete Saved FINDs: 
1. Click on the Menu bar (top of computer screen) click on      View  -  Saved FINDs -  

Edit Saved FINDs 
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 K.  USEFUL FIND's  
 
 
1. How to find whether someone is in your group 
 

• Click FIND. 
• The cursor is automatically in the NAME field.  
• Type the name, or part of the name in the NAME field (For example, if you want to 

find Carolyn Summers, you can type in Caro  Summ and it should find it for you.) 
• Either click on FIND or hit the Return or Enter button.  
• If more than one name qualifies, you will be given a list from which to choose.   
• If you are shown a list, click on the member number of the correct person, and you 

will be in their STANDARD VIEW. 
• To get back to your own STANDARD VIEW, click on your own member number in 

the Upline box in the lower right corner. 
  
Sometimes you may know a little about the person whom you want to find.  Perhaps you 
know that the person’s first name is Margaret and that she lives in Texas.   In that case: 
 

• Click FIND 
• Type     Margaret      in the name field 
• Click inside the state field and type  TX   
• Click FIND. 

 
 

If you want to look someone up by email address, you can only use the part of their 
email address BEFORE the @ symbol.  The program is confused by that special 
character and will not find them.    
 

• Go to the person's email and copy their email address up to, but not including, the 
@ symbol. 

• Go back into your YL Family Program 3 and click FIND 
• Paste the email address in the email field 
• Click FIND. 

 
If a list appears, scroll through the people by STANDARD VIEW, or click Email, Continue, 
OK, OK, and you will have a list of the possible people.  Click the column heading Email 
Address and they will be in alphabetical order.   Then look at the list to see if one of the 
email addresses is the one you're looking for.  If so, click the person's member number to 
get to their STANDARD VIEW. 
 
 
 
 
 
 
2. How to find your leaders 
 
For each of us, “leaders” may mean something different.  For a fairly young group, “Stars” 
may be considered leaders, while for a more advanced leader, Silvers and above may be 
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considered leaders.  Regardless of what achievement levels make up the leaders in your 
group, the following will work: 

• Click FIND. 
• If you need to, click on the words “Ach Lev” which are underlined, to find out what 

the number codes represent each achievement level.  These numbers are assigned 
by Young Living.  

• Click OK. 
• Click inside the Achievement Level (Ach Lev) field and type in the range for the 

achievement levels you would like to see.   For example, you may want to see 
everyone who is a Senior Star and above.   In that case type    3…    in the field.   
For Exec. and above, type  4...    Silvers ONLY type   5    

• Click FIND.  
 

The   …   is a range.  If there is no number after the three dots, the program 
assumes “and higher”  so  3…  assumes Senior Star and higher. 

 
This will put you into List View. You have several choices.  You can learn more 
about this group by clicking Detail View, Enroller Report (very helpful comparison) 
or State Report.  (See more information on those options, and what you can learn 
from those reports, below.   You can click Mailing Labels to create labels for the 
group, or Email to create an email string.   
 
Or you can go back to STANDARD VIEW, and, using the arrows at the upper left 
corner of the screen (one points to the left, and one points to the right) you can 
scroll through the group, one record at a time.  If you inadvertently get out of the list 
by clicking the member number of someone in their downline group, and would like 
to return to the original list, click the Repeat Find button on the left of the screen.  
 
In looking for those who made it to a specific achievement level you can also type in 
the name of the achievement level: 
 

• Click FIND 
• Click inside the Ach Lv box at the top on the right 
• Type the achievement level name like  STAR  for example, in the box 
• Click FIND 

This will find all of your Stars.  
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3. Which leaders advanced a rank this past month? 
 

• Click FIND. 
• Click inside the Advanced box, which is at the top of the screen, under Achievement 

Level.  (An “x” appears in the box.)   
• Click inside the Achievement Level box  
• Type     3…   OR     4…    
• Click FIND. 
This will give you the Senior Stars and above (3…) or the Executives and above  (4…) 
who advanced a rank during the data month. 

 
 
 
4.  How do you FIND the group of someone in your downline? 
 

• Locate this person’s record in STANDARD VIEW either by clicking down into your 
legs, or doing a  FIND on their name. 

• Click the underlined words,   People In Grp which is the first item in red on the left of the 
screen. 

This will put you in List View (which is an excellent Quick Phone List).   
 

You can click on the other reports from List View, such as State Report, etc.  
Or you can click on the person’s member number at the top of the screen by the 
report buttons, and it will take you back to their STANDARD VIEW. 

 
 
 
5.  How do you FIND a specific group within a downline organization (for a specific 
leg)? 
 

Example: finding the people who live in the same state as the leader so that you 
can support the leader with mailing labels so they can do a mailing about an 
upcoming event. 
 
• Get to their STANDARD VIEW RECORD by clicking member numbers downline or 

by doing a FIND on their name. 
o To get a list of everyone in their group: 

• Click on the words   Member Num (which are underlined) at the top of the screen.  
This will put you in a blank FIND MODE screen, with their member number in the 
Group Leader box just above the Notes field. This means that you’re doing a FIND 
on their downline only.  

• Type their 2 digit state code in the State field.  
• Click FIND.  You will be given a LIST VIEW of that group - their downline members 

who live in their state.   
• Click Mailing Labels at the top of the screen. 
• Click PRINT. 

 
Remember that each FIND can have an unlimited number of criteria.  
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6.  How to create mailing labels for your group, or a subset of your group.  
 

Let’s assume that you’d like mailing labels for everyone in your group. 
 
• Click the underlined words, People in Grp, and that will give you a LIST VIEW of 

everyone in your  group.   
• Click on the Mailing Labels button at the top of the screen.   This shows one column 

of names and addresses, but when they are printed, they will be in 3 columns.  You 
can use Avery 5160 or equivalent labels (3 columns of 10 each – 30 to a page).  
(You can either print the labels on your printer, or print on regular paper, and use a 
copier to copy onto labels.) 

• Click PRINT. 
 

Example:  To create mailing labels for everyone in a specific state. 
 

• Click FIND. 
• Type the two letter state code in the state field. 
• Click FIND. 
• Click Mailing Labels. 
• Click PRINT. 

 
Example: to create labels for everyone in Texas who has ordered in the past 6 
months. 

 
• Click FIND. 
• Type  TX   in the state field 
• Type   1…6    (or   < 7   which stands for less than 7)  in the Mths Since Ord  field  

(Months Since Last Order) 
• Click FIND. 
• Click Mailing Labels. 
• Click PRINT. 

 
 

Example: To create labels for everyone in NY   AND   in NJ. 
(using the Add Find Request Function) 

 
• Click FIND. 
• Type   NY   in the State field. 
• Click the   Add Find Request   button on the left of the screen. 
• Type   NJ   in the State field. 
• Click FIND. 
• Click Mailing Labels. 
• Click PRINT. 
 
You can use the Add Find Request button to add as many criteria as you want.  It acts 
as a "AND" function.  
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7.  How to omit someone (or a whole group) from a mailing 
 

• FIND the person whom you want to omit in their STANDARD VIEW  
• Click the Omit box next to their address.  
• If you click the DL box, their entire downline will be omitted from any mailings. 

 
Important Note:  When the program is creating a LIST, it does not know how you 
intend to use the list.   So if you do a FIND on a specific group, the omitted group will 
still be included in the List View.   However, once you click on the Mailing Labels or 
Email, those who are to be omitted will not appear on the next list. 

 
8.  How to omit a group from a Find 
 

You can exclude a leg, regardless of where it is in your group. 
 

Write down the member number of the person whose group you want to omit. 
 

• Click Find. 
• Type in the criteria for the Find that you want to do.  It can be multiple criteria using 

the Add Find Request. When you are finished putting in your Find request: 
• Click Add Find Request. 
• Go up to the Omit box just above the Find button. 
• Click inside the box. An X will appear. 
• Go down into the Group Leader box (in the blue area above the notes field) and 

type the member number of the group you want to exclude. 
• If you want to omit more than one group, go back up to Click Add Find Request 

(above) and keep doing this until you have omitted all the groups you want omitted. 
• Click Find. 

 
Note:  This does not omit the person who is at the top of the group - just their group.   If 
you want to omit the people at the top of the legs, also, before starting to put in the 
leaders' member numbers in the Group Leader box: 

 
• Click Add Find Request. 
• Type the member number of the first Leader who you want to omit in the Member 

Num field. 
• Click Add Find Request. 
• Type the member number of the next Leader who you want to omit. 

 
Do this until you've omitted all the leaders.  Then click Add Find Request, click the Omit 
box above the Find button, and then begin to type the group leaders' member numbers, 
one by one, into the Group  Leader box, as noted, above. 

 
 
9.  How to create return address labels 
 

Assuming that you would like return address labels for yourself, go to your own record 
in STANDARD VIEW.   

 
• Click on the Return Address Labels button on the left.    
• Click PRINT.  You will get a page of 30 labels, compatible with Avery 5160’s.  
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10.  How to do an email blast  
 

It's advisable to get the email ready before getting the list of email addresses from the 
program. 

 
Example:  Let’s assume that you’d like to do an email blast to everyone who 
lives in your state, so that you can invite them to a meeting.  

 
• Click FIND. 
• Type the two letter state code into the State field. 
• Click FIND 

o This will give you a LIST VIEW of the group. 
• Click the Email button at the top of the screen. 
• Follow the prompts to get the list.  (Continue, OK, OK) 
• Go out of the program, and into your email program. 
• Put the cursor next to the Blind Carbon Copy position. (Otherwise everyone on 

your list will be able to see the whole list) 
• Paste.   (control V in most computers) 

o The email list will be displayed next to the BCC. 
• Click SEND. 

 
 
 
11.  How to create labels for those for whom we do not have an email address 
 
Let’s assume that you’d like to do a mailing for everyone in your state for whom you do not 
have an email address. 
 

• Click FIND. 
• Type the two digit state code into the State field. 
• Type an equals sign   =    into the email field.  An equals sign in a FIND looks for a 

blank field.  (See Special Characters) 
• Click FIND. 

o This will give you a LIST VIEW of the people in your state for whom you do 
not have an email address. 

• Click Mailing Labels.  
• Click PRINT.  

 
 
 
12.  How to omit a person’s email address from an email blast 
 

• FIND the person in STANDARD VIEW. 
• Click inside the Omit box next to the email address. 

 
This information stays with the program, and is not erased when new is imported.    

 
To omit a whole group: 
• Click inside the Omit DL box – which will omit that person’s entire downline.  
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You may want to send emails to a leader but not to their group.  (They may have this 
program, and they may want the option of sending your emails downline).   

 
In that case: 
• Click inside the DL button next to the email address, which will omit their downline, 

but do not click inside the Omit box above it, which would also omit their personal 
email address. 

 
 
 
13.  How to find "inactives" - people who have been removed from the system (by 
YL) because they have not ordered in over a year: 
 
This assumes that you have imported a data file created before the purge, and you have 
also imported a data file from after the purge.   The program records when a person is in 
one file, and then does not show up in the next file. 
 

• Click FIND. 
• Click the word "Current" which is inside the   Status   box above the Notes Field 

o It will change from “Current” to “Inactive.” 
• Click FIND. 

 
 

If you want to find Actives AND Inactives,  
 

• Click Find.   
• Click the word "Current" and "Inactive."  The word, "All" will appear.   
• Click Find. 

 
 

To find the people who went inactive during a specific time period: 
 

• Click FIND. 
• Click inside the   Status   box above the Notes Field 

o It will change from “current” to “inactive.” 
• In the commission month in the blue area (upper right corner of the screen) type in 

the range of  dates that the people would have last been in the system.    
o Example:   1/1/2015... 

• Click FIND. 
 

This will find the people who went inactive since Jan. 1, 2015 and were last in the 
system during that time.  The date on each inactive's record is the last month they were 
seen in the system. 

 
14. How to Find Personally Enrolled Inactives for yourself or someone in your group: 
 

• Go to your Standard View or the Standard View of someone else. 
• Click on the underlined words   Inactive PE 

o The list will appear. 
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15. How to delete an inactive (purged) person’s record from your database:   
 

• FIND the person’s record in STANDARD VIEW 
• Make sure that this person’s record is the only one selected by looking in the upper 

left corner of  the screen, under the arrows pointing to the left, and to the right, and it 
should say, "Record 1   Found 1"  

• Pull down the menu at the top of the computer screen called Scripts 
• Highlight “Delete Selected inactive People” and this record will be deleted. 

 
 
16.  How to target a leg that needs support   
 

This is where this program becomes very valuable.  If there is a specific leg which you 
would like to have grow, you can focus your time and resources to support your goal. 

 
• Start by finding the top of the leg in STANDARD VIEW 
• Click People in Grp (in red and underlined).  This will create a list of everyone in 

 the leg. 
 

You can create mailing labels or do email blasts into the group.    You may want to 
send a newly updated price booklet, or a brochure, etc. 

 
Another interesting Find on a group is to click on the word Enrollers on the Standard 
View of the group leader, and you will see people in that group who are actively 
enrolling people. That may be a good place to start. 

 
 
 
17.  How to optimize your resources when choosing a group with whom to 
communicate. 
 
There are times when you’d like to communicate with a group, and the cost is beyond your 
time or budget constraints.  Let’s assume, for a moment, that you are fortunate enough to 
have 1,000 people in your downline in your home state.  You’d like to get a quick mailing 
out to approximately 300 people about an upcoming event.  Who do you choose?   
 
There are several possible criteria.  Perhaps you should mail to the active people (people 
who have made a purchase in the past month or two).  Or perhaps you would like to target 
a specific leg, and mail to the people in that leg.  Or maybe you’ll choose the people in 
your first 4 levels in your state, to optimize your organizational growth and commission 
payout. 
 
You can “buzz” around in the program, trying different FIND’s until you find a group about 
the size that you want, and which will optimize your resources.  The following is what that 
search would look like: 
 

• Click FIND 
• Type your two letter state code in the State field 
• Type   1…3    in the Months Since Order field 
• Click FIND 

 
This will FIND all the people in your state who have ordered in the past 3 months. 
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Still too many? 

 
• Click FIND 
• Type your two letter state code in the State field 
• Type   1…3   in the Months Since Order field 
• Type   1…4    in the Levels field 
• Click FIND 

 
This will FIND all the people, in your state, who have ordered in the past 3 months, and 
who are in your first 4 levels. 

 
You can keep trying different FIND’s until you get to amount of people to whom you can 
afford to send a mailing. 

 
 
18.  How to support a budding leader in your group. 
 

• FIND the person in STANDARD VIEW. 
• Click on PRINT RECORD button on the left of the screen 
• Click History, print report, go back. 
• Click Groups, print report, go back. 
• Click People in Grp, print.  This is a great Quick Phone List for them. 
• Click the Detail View button, print report, go back to LIST VIEW by clicking the LIST 

VIEW button at the top of the screen. 
• Click Address List, print report, click BACK to go back to LIST  VIEW. 
• Click Email, follow prompts, print report, and go back to LIST VIEW. 

 
Now you’ve got a lot of information to share with them about their group, which you can 
FAX or mail to them.  You can also give them labels of the people in their downline and 
return address labels.    

 
* * * IMPORTANT: * * *    
If you have a MAC (this does not work with PC operating systems), you can create  a 
list or report and email a PDF to them.  
 
• Create the report. 
• Click Print. 
• Click PRINT in the next screen. 
• At the very bottom of the screen on the left,  select PDF, and then Mail PDF.   This 

will navigate to your email program and place the PDF file into the text of the 
email.   Add the email address, subject, description in the text, and hit send.  

 
 
 
19. Whose group is very active, and whose is not? 
 

• Do a FIND on your leaders as shown in #4.  (Click FIND.   Type the Ranks that 
you’d like to FIND on in the Achievement Level box.   Click FIND.) 

• Click on the Detail View button at the top of the screen. 
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• Click on the    Act   column heading, which stands for  Activity Percentage .  
 

The people with the highest activity rates come to the top of the screen.  If their activity 
rate is 35%, this means that 35% of the people in their group bought something that 
month.  
 
If you click on the   Act   column heading again, the people with the lowest activity rates 
come to the top of the list. 

 
 
20. Who has personally enrolled the most people in your group this past month? 
 

• On your STANDARD VIEW screen, click  Enrollers,  which is in red, underlined,  on 
the left lower part of the screen. 

• Click Enroller Report to see who enrolled people and the quality of those 
enrollments.  (Quality of enrollments - Distributors vs. Customers, how many new 
people are on Essential Rewards, what percentage made purchases, average 
purchase, volume generated by new people.) 

 
 
21. How to FIND your Personally Enrolled group (or anyone's personally enrolled 
group)? 
 

• Go to STANDARD VIEW 
• Click on Active PE. 

o The list of people whom you have personally enrolled who are still active will 
show up in LIST VIEW. 

 
To see your inactive personally enrolled, click on the Inactive PE button. 
 
To see the people who you personally enrolled during the data month, click on the New 
PE button. 

 
You may also want to FIND your personally enrolled group AND the people who have 
rolled up directly under you, since you are now responsible for them.   To do that: 
 

• Click FIND 
• Type your member number in the Enroller field. 
• Click Add Find Request. 
• Type   1   in the Level (Lvl) field. 
• Click FIND. 

 
 
22. Who is NEW in your group (or any group) this month? 
 

• Go to your STANDARD VIEW. 
• Click on the word   New   at the bottom left of the personal information. 

o This gives you a LIST VIEW of everyone new to your group this data month.   
It's interesting to click on State Report and see where they are located, what 
percentage ordered, etc. 
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 If you would like to find out how many people joined the group of someone in your 
 downline, go to their record in STANDARD VIEW and click on New. 
 
 
23. Who joined your group in a specific time period? 
 

• Click FIND. 
• Click the word   Activated. 
• Type in the range of dates that would indicate the time period you're looking for, 

such as 1/1/2012…5/31/2012. 
• Click  OK. 

o This will put you in a LIST VIEW of these people. 
 
 
24. Who joined in a previous month (example: Jan. of 2012)?   
 

It's interesting to go back and see how many are ordering now.   
 

• Click FIND. 
• Click inside the Signed Up field (or inside the Activated field if you want to include 

reactivations.) 
• Type     1/1/2012…1/31/2012.    
• Click FIND. 

o This will put you in a LIST VIEW of these people.  Click on the column 
heading   PP (Personal Purchase)   to sort by how much they ordered during 
this data month. 

 
 
25. Limitless Finds 

It is our experience that there are limitless Finds that we can do with this program.  
Feel free to experiment.  You can't break your program.  Of if you do, as long as 
you've been doing Backups, you can recover easily.  Have fun with this! 

 
 
Final Note: 
 

If you would like to FIND specific information about your group, and you're not sure 
how, please contact us at yl@ylfamily.com   and we'll send back a set of 
instructions for finding the information. 
 
Thanks for sharing this experience with us.  We wish you excellent health, 
boundless joy, and unlimited prosperity.     

 
 

Vicki Opfer and Chuck Palmer     January 2017 
 

Vicki Opfer 
Designer and teacher of the program / program usage support 

303-456-0088 
 

Chuck Palmer 
Author and creator of the program / tech support 

303-718-4792 


